Quick Sheet: 
Import Asset 


This Quick Sheet describes the steps to import and asset. 


The procedure for importing an Asset into Wonderland and 
completing its metadata is critical as it drives asset search and 
discovery. Certain metadata fields also enable Wonderland to 
control access to content, preventing unauthorized access. 


Uploading New Asset 
1. Hover over the floating menu near the bottom. 
2. Click on Add Asset icon. 


3. The Create Asset form is displayed. 


Create Asset 


Classic 


Security — Assigning Content Categories 
4. Assigning at least one content category to an asset is 

required. It restricts users that do not belong to the group 
from accessing the asset, and ONLY allows access to users in 
relevant user groups. 

For example, if the asset is a theatrical pre-release localization 

material, it should be assigned to Localization Materials — Pre- 

Theatrical content category. 


Adding Metadata 
5. User must fill in all required fields which are indicated by an 
asterisk (*). 


Metadata 


Associated Title Data 


Product Title 


Administrative Metadata 


Descriptive Metadata (General) 


A 


Choosing File 
6. User can choose file via drag and drop method or by 
searching. 


6.1 To choose file by drag and drop method: 
6.1.1 open an Explorer window (PC) or the Finder (Mac). 
6.1.2 Locate the file to be uploaded and drag it to the 
specified area. 
6.2 To choose file by searching: 
6.2.1 Click on CHOOSE FILE button. 
6.2.2 In Explorer window (PC) or Finder (Mac), select the 
file to be uploaded and click OK or OPEN. 


Uploading File 
7. Click CREATE ASSET button on top right to initiate import. 


